Personal Development

Welcome!
Objectives of the session:

« Review time management strategies from September
« Learn about new time management strategies

 Pair End of Year 12 Assessment Strategies with how to
manage time and resources

#teamOxted
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 The expectation once you start your A-Levels, Level 3, and BTEC
courses, is that you start thinking and Iearnmg in @ more
mdependent way.

« This does not come naturally to many students, so these sessions
are designed to teach you these vital skills.

» Contrary to studies at GCSE, regardless of the school you
attended, your studies will reqwre 5 hours of independent work
per sub]ect per week. Activities in this time could include:

Reading outside lessons, as assigned

Completing research to complete homework tasks

Reading over and condensing notes to concrete them in memory
Coursework or NEA completion

#teamOxted
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Teams
« Using Teams is a brilliant way to block out your time in the day.

. \E(ou can also allocate tasks such as, "Complete WWII essay plan” or "Do questions 1-4 in Mixed
xercise”,

How to allocate tasks

* You may not be sure what to add to each section at present, so might start by allocating chunks of time
to work on each subject.

. Yourkteachers will advise you of what activities you can expect on a regular week and on a revision
week.

« You will need to allocated 5 hours per week per subject into your schedule. Don't leave this all to the
evenings and weekends.

Paper-Based Planners

Though many of us rely heavily on our phones, using a Raper-based planner allows you to easily flick back
and forth between weeks, allowing you to see how much time has been used and what activities are

planned. #teamOxted
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Meet deadlines — this helps you stay on track and reduces stress.

Class Charts ° If you need more time, email your teacher at least two/three days before
the deadline explaining why, and agree a new date. Copy in the Sixth Form Team

Teams if it's due to illness or personal circumstances.
E i o If work is late without notice, it will be recorded and may be followed up by
malis your teacher or the Sixth Form Team.

e Ask for help early — whether it's workload, deadlines, or personal challenges,
speak to your teacher for subject support and the Sixth Form Team for wider
support.

o Use professional communication — email politely, check your inbox daily, and
reply promptly.

Remember: we're here to support you, but it's your responsibility to let us know
when you need help. #teamOxted
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Gantt charts

Gantt charts are a well-known way of scheduling the large number of tasks involved in a complex
project like your EPQ. In particular, they will help you to identify what needs to happen in what order
and over how long a period by working back from your deadline. You can use Tom’s Planner here:
Online Gantt Chart Software | Gantt Chart Maker | Tom's Planner

Your phone

Alerts on your phone calendar can also be easily set to ensure you're aware of tasks and deadlines.
Alternatively, there is also a variety of time management apps: look for one that suits you!

Online to-do lists and project management tools

Search online for tools that let you make prioritised, scheduled to-do lists, grouped by project. There
are a huge range available, many that let you add tasks via your phone as well.

#teamOxted


https://www.tomsplanner.com/?template=example

Critical thinking
Reading widely with academic curiosi

Mode.lling demonsra.ted b epert s . ' TI me Ma nagement

Extract meaning from texts
Success in exam scenarios

To manage your time effectively, you need to:

« Set targets: know where you want to get to

 Set priorities: order work logically and effectively
 Create a schedule: know what you're going to do when
» Be decisive: avoid distractions

« Be realistic: accept there will be interruptions and plan
for them.

#teamOxted
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Stay Organised

« Planning your time is like
eating a (metaphorical)
elephant: you need cut it
up into steaks first.

« S0, your first step in
planning will be to list all
the tasks you need to do
to complete any project.

Eat the Elephant
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Teaching Styles
* You'll experience more lecture-style teaching than you did at GCSE.

« Trust the feel of the lecture and listen closely when your teacher talks: often
this is more important than what is presented on slides.

Get prepared in advance

» Most teachers post slides in advance of the lesson. Print these out and read
through them so you're ready for each lesson.

Add to notes

« As you listen, add to the notes you printed, listening for a) teacher input, b)
disCussion points, and ¢) summaries of discussions.

« Ask for clarification when you’re unsure.
#teamOxted
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Less reliance on Exercise Books

« Decide how you will take notes (notepaper, exercise books, tablet,
laptop) the compile these in a folder or binder, divided by topics.

Cornell Notes
« At the end of each topic, create a one-page summary on a Cornell note.

Other Study Aides

« Complete a spider diagram or mindmap for interconnected theories, body
systems, political structures.

« Seek exam questions from %/our teacher to add the ‘'summary’ of the
Cornell note so you can test yourself on each topic.

#teamOxted
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Test regularly

. When_ revising, c_ondensmg your notes, or completlng exam
questions, experiment by using:
No phone
No music
A timer to keep you on task

Cornell Notes

« As your Cornell Notes start to grow for each topic in each subject,
a bank of exam questions will be available to you.

« Make sure you check in with your teacher every now and then to
ensure that the questions match the topic and interleave prior

knowledge. #teamOxted



End of Year Assessments

End of Year Assessments

 Start 16 June

 This is in 14 weeks

« These are our best predictors for UCAS Predictions

How do I plan my time?

« 2 weeks of this are regular class time

« 1 week is RAG week

« 2 weeks is Easter, 1 week May half term
 That leaves 8 weeks of ‘regular instruction’.

#teamOxted



Importance of Time Management for
A-Level and BTEC Success

Strategic Study Planning

Structured time use helps students focus on difficult
subjects and balance coursework effectively.

Stress Reduction and Productivity

Breaking tasks into manageable parts prevents cramming,
reduces stress, and improves retention.

Building Confidence and Motivation

Time management creates control over workload, boosting
student confidence and motivation.

Enhancing Wellbeing and Resilience

Good planning supports healthy routines, better sleep, and
resilience for exams and beyond. steamOxted




Understanding Subject Demands
and Planning Around Them

 Recognize Subject Requirements

Understand unique demands of A-Level and BTEC
subjects by reviewing specifications and
assessment calendars.

Map and Schedule Tasks

Create monthly or term-long study planners to
break down tasks into balanced weekly goals and
avoid last-minute overload.



Understanding Subject Demands
and Planning Around Them

Prioritize High-Value Activities

Focus on mastering key exam topics and
progressing coursework with early feedback to
maximize study effectiveness.

Use Visual Planning Tools

Employ calendars, Gantt charts, or apps to
differentiate revision, coursework, and personal time
for balanced study rhythm.



Using Productivity Methods
to Maintain Focus

Structured Productivity Techniques

Methods like the Pomodoro Technique use timed
intervals to enhance focus and prevent burnout
during study sessions.

Alternative Focus Methods

Techniques such as the 52/17 method, habit
stacking, and time-blocking help organize study
time effectively.




Using Productivity Methods
to Maintain Focus

Reducing Distractions

Minimizing interruptions like phone
notifications and multitasking improves
concentration and study efficiency.

Active Study Strategies

Techniques like flashcards, blurting, and
teaching others promote deeper
engagement and memory retention.



Maintaining Wellbeing and
Preparing for Exam Days

Healthy Routines for Wellbeing

Establish regular sleep, nutritious meals,
and breaks to sustain energy and reduce
stress during study periods.

Physical Activity Benefits

Light exercise like walking or stretching
improves cognitive function and helps
manage exam stress.



Maintaining Wellbeing and
Preparing for Exam Days

Exam Day Preparation

Create an exam checklist including
essentials and practice time management
to build confidence and reduce anxiety.

Stress Management Techniques

Use deep breathing, grounding, and
positive self-talk to maintain focus and
control nerves during exams.
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